
Contents 
 

GETTING STARTED 
Background Information............................................................................................i 
Intent.........................................................................................................................i 
Who is a Client?.......................................................................................................ii 
Other Types of Contracts........................................................................................iii 
Questions about these Guidelines .......................................................................... iv 
Guiding Principles.................................................................................................... v 

Accountability ................................................................................................ v 
Fiscal Responsibility...................................................................................... v 
Compliance ................................................................................................... v 
Collaboration................................................................................................. v 
Qualified Contractors .................................................................................... v 
Subject Matter Consultation .......................................................................... v 
Oversight....................................................................................................... v 
Leadership and Guidance ............................................................................. v 
 

CHAPTER 1 – CONTRACT MANAGEMENT 
1.1 Purpose......................................................................................................1-1 
1.2 Responsibilities ..........................................................................................1-1 
1.3 State Agency Staff Qualifications ...............................................................1-2 
1.4 Contract Manager “Don’ts”.........................................................................1-3 
1.5 Ethics .........................................................................................................1-3 
1.6 Collaboration/Communication ....................................................................1-4 
1.7 Training on Client Service Contracts..........................................................1-5 
1.8 Risk-Based Audits......................................................................................1-6 
1.9 Risk Assessment Approach to Contract Management ...............................1-6 
1.10 Annual Contract Procedures Report ........................................................1-10 
 



GUIDE TO CLIENT SERVICE CONTRACTING 

CHAPTER 2 – PRE-CONTRACT PLANNING 
2.1 Defining the Need ......................................................................................2-1 
2.2 Deciding to Contract...................................................................................2-1 

2.2.1 Funding Availability .........................................................................2-1 
2.2.2 Cost/Benefit Analysis ......................................................................2-2 
2.2.3 Available Public Resources .............................................................2-3 
2.2.4 Legal Constraints to Contracting .....................................................2-3 
2.2.5 Contracting with Current or Former State Employees .....................2-3 
2.2.6 Independent Status of a Contractor.................................................2-6 

2.3 Fiscal Considerations.................................................................................2-7 
2.3.1 General Fiscal Principles.................................................................2-7 

2.4 Federally Funded Contracts.......................................................................2-8 
2.4.1 Uniform Administrative Requirements .............................................2-8 
2.4.2 Cost Principles Requirements .........................................................2-9 
2.4.3 Audit Requirements.........................................................................2-9 

2.5 Method of Compensation .........................................................................2-11 
2.6 Audits .......................................................................................................2-13 
2.7 Contractor Selection.................................................................................2-14 

2.7.1 Preparing for the Solicitation Process ...........................................2-14 
2.7.2 Using State Certified Minority and Women-Owned Firms .............2-15 
2.7.3 Competitive Procurement ..............................................................2-16 
2.7.4 Non-Competitive and Sole Source Procurement...........................2-17 

2.8 Screening Contractor Qualifications.........................................................2-18 
2.8.1 Licenses, Registrations, and Certifications....................................2-18 
2.8.2 Financial Stability ..........................................................................2-19 
2.8.3 Previous Contractual Performance................................................2-19 
2.8.4 Minimum/Necessary Qualifications ...............................................2-20 
2.8.5 Documentation ..............................................................................2-20 
 

CHAPTER 3 – CONTRACT PROVISIONS 
3.1 Model Contract Terms................................................................................3-1 
3.2 Scope of Work............................................................................................3-1 



CONTENTS 

3.3 Amending Contracts...................................................................................3-2 
3.4 HIPAA ........................................................................................................3-3 
3.5 Performance Measures and Outcomes......................................................3-4 
3.6 Performance-Based Contracts ...................................................................3-5 
3.7 Hold Harmless and Indemnification............................................................3-5 
3.8 Liability Insurance ......................................................................................3-6 
3.9 Industrial Insurance Coverage ...................................................................3-7 
3.10 Fiscal Issues/Reporting..............................................................................3-8 
3.11 Fiscal Documentation.................................................................................3-9 
3.12 Remedies and Sanctions ...........................................................................3-9 
3.13 Terminating Contracts..............................................................................3-10 
 

CHAPTER 4 – TECHNICAL ASSISTANCE AND CONSULTATION 
4.1 Purpose......................................................................................................4-1 
4.2 Technical Assistance Activities ..................................................................4-2 
 

CHAPTER 5 – CONTRACT MONITORING 
5.1 Purpose......................................................................................................5-1 
5.2 Responsibilities ..........................................................................................5-1 
5.3 Monitoring Plan ..........................................................................................5-2 
5.4 Monitoring Activities ...................................................................................5-3 
5.5 Corrective Action........................................................................................5-5 
5.6 Suspected Criminal Activity........................................................................5-6 
5.7 Termination for Default...............................................................................5-7 
5.8 Post-Contract Follow-Up ............................................................................5-7 
 

CHAPTER 6 – AUDIT 
6.1 What to Audit and When - Using A Risk Assessment Approach................6-2 
6.2 Risk Assessment Factors...........................................................................6-4 
6.3 Making the Decision to Audit......................................................................6-5 
6.4 Reading an Audit Report............................................................................6-5 



GUIDE TO CLIENT SERVICE CONTRACTING 

6.5 Audit Resolution ........................................................................................ 6-7 
6.5.1 Decisions Regarding Findings........................................................ 6-7 
6.5.2 Corrective Action ............................................................................ 6-8 
6.5.3 Appeals .......................................................................................... 6-8 
6.5.4 Handling Questioned Costs............................................................ 6-8 
6.5.5 Lack of Resolution of Audit Findings .............................................. 6-9 
 

APPENDICES 
Appendix A – Risk Assessment Tools from State Agencies 

� Risk Assessment Worksheet ............................................................... A-1 
� Mandatory Monitoring Activities ........................................................... A-2 
� Other Monitoring Activities ................................................................... A-3 
� Contractor Risk Factors ....................................................................... A-4 
� Risk Factors Summary......................................................................... A-5 
� OCVA Procedure for Risk Assessment Tool (RAT) ............................. A-6 
� Contractor Information Form................................................................ A-8 
� OCVA Risk Assessment Tool ............................................................ A-11 

Appendix B – Newspaper Listings ....................................................................... B-1 
Appendix C – Financial Assessment Tool from DSHS.........................................C-1 
Appendix D – Model Client Service Contract .......................................................D-1 
Appendix E – How to Procure an Audit................................................................ E-1 
Appendix F – Types of Audits .............................................................................. F-1 
Appendix G – Examples of Contract Documentation Forms 

� Contract Documentation Checklist.......................................................G-1 
� Contract Documentation Form.............................................................G-4 
� Planning and Risk Assessment Form ..................................................G-4 

Appendix H – Example of Risk/Monitoring Plan...................................................H-1 
 

GLOSSARY 
 

INDEX 
 


